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STATEMENT OF THE PROBLEM 
The purpose of this study was to determine the organization, aqtual . 
practices, methods, and problems found in the cooperative-office practice 
training programs in th~high schools of Puerto Rico. 
Analysis of the Problem 
In order to carry out the study the· following subord·inate problems 
were formulated: 
1. To determine the number; enrollment, and·aqministrative plan 
of the cooperative-office practice trainiug programs in the 
high schools of Plaerto llico. 
2. To determine the criteria used in selecting the·coop&ff~ting 
training offices in the progr~. 
,. To find out the factor~ considered in determining the elegibility 
of students for participation in the program. 
4. To find out the. subjects included in the preparatory curriculum 
when it is offered to students wiShing to enroll in the coope-
rative-program. · 
5· To determine the subjects included in the curriculum as a 
part of the cooperative-office practi~e training program. 
6. To find out the methods used in presenting the subject matter 
to the students par~icipating in the program. 
7• To find out the materials and equipment actually used in the 
classroom in the office practic~olaee, and to get the opinions 
of teachers and coordinators in regard to the adequacy of 
teaching materials. 
8. To ascertain the means by which the studen~s work is evaluated 
by the coordinator, and to evaluate, in gener.al, the effective-
ness of the program in the light of the coordinators• opinion. 
9· To find out any outstandi~g deficiencies found in the students 
enrolled in the program. 
10. To find out the problema which hinder the success of the 
program. 
11. To qetermine those aspects of the program which Should be 
improved. 
Delimitation of the Problem 
The study was planned to include all the high schools in Puerto Rico 
where there is a cooperative-office practice training program in oper.ation, 
-
including private and public high schools. Almost all the schools actually 
included in the study are public high schools since only a very few of the 
private high schools had programs, and those schools having them, did not 
have completely organized programs. 
The study only included those high schools having in actual operation 
the cooperative-office practice training program with the work experience 
plan in whieh students attend classes in school one half of each school day 
and work in an office the other half of the day,. 
Definition of Terms 
For the .IDU".POse of having clearly in mind the meaning of terms used 
in connection with the study, the definitior.eof certain terms peculiar to 
the study were secured from the Dictionary of Education: 
2 
e. 
Carter v. Goo·dl gives the following definitions: 
Cooperative education is alternation of study on the campus 
with off-campus jobs, the two being eo planned that each contri-
butes definitely to the student's education. 
Cooperative employment is a planned period of employment 
in business or industr,, supervised by the school, related to 
particular types of curriculum, and required of every pupil or 
student in part-time high school or college courses. 
Cooperative student is a student who attends a vocational 
school or class on a part-time basis and spends approximately 
an equal amount of time working in an industry or business in 
his field of study; usually receives school credit and pay for 
his work. 
Coordinator (1) A person responsible for coordinating 
classroom work with the work of industry, commerce and home. 
(2) A person employed in connection with vocational courses 
to adjust the work o£ the school to the needs of busi'neaa and 
industry; may also supervise the part-time work experience of 
cooperative pupils ••• 
Office practice is a course in the field of business 
education taught in secondary schools • • • and intended to 
per£ect business students in the methods and practices of ' 
business offices; may include practice in prepar~ng office 
forma and in operating office machines. 
Secretarial practice--This course has for its purpose 
the integration of all the students• secretarial learnings 
in a situation approximating nearly as possibie'actual office 
employment conditions. It iB in this course that such addi-
tional secretarial abilities are developed as voice-writing-
machine operation, filing, and receptionist duties. Trans-
cription is becoming an integral part of secretarial education. 
Clerical practice--(1) A business subject offered in 
secondary schools, dealing with the various duties of clerical 
workers in offices, such as filing and the operation of dupli-
cators, comptometers, billing machines, etc. (2) A course 
intended to prepare less capable business students to perform 
simple clerical tasks. 
lGood, Carter v., Dictionary 2! Education~ MCGraw-Hill Book Company, 
New York, 1945. 
c 
c 
Justification of the Problem 
Up to the present time no attempt had been made to evaluate the 
effectiveness of the cooperative-office practice training progrgms as it 
is actually functioning in the high schools of Puerto Rico. This program 
has been carried on in th~ high schools of Puerto Rico for a number of 
years, but no organized attempt has been made to determine whether this 
program is carrying on its purpose; that is, if it is filling the needs 
of the students by giving them the adequate backgrotmd they need and by 
equipping them with the skills and knowledges that will allow them to 
become successful tn the vocation selected by them. 
The purpose of the study was to find out if the progrmn, by making 
use of the work experience p~an, was bridging the gap between classroom 
wo)k and work on the job, correlating skills and knowledges required in 
the classroom with those actually found'on the job. 
Educators in the field agree in regard to the tremendous value of 
this kind of training to both the student and the school. Harvey A • 
.Andruss2 talks about the importance of this kind of training when he says 
in the following paragraphs: 
While the cooperative plan of learning by experience 
cannot be regarded as a remedy for all the shortcomings of 
vocational business education it is now generally recognized 
as the most efficient plan ¥et develope~ to train students to 
become vocationally competent. 
4 
2.Andruss, Harvey A., Better Business Educati-on, The Gregg Publishing Oo , 
New York, 1942, P• 106. -
Business education has been criticized on the grounds, that when the 
students leave school they lack occupational intelligence and certain 
important business qualities and traits. A need exists for well-trained 
office \'rorkers and a need exists too for a speciaJ,. kind of training which 
will give the students the vocational competency ~hey should have. With 
all of ita value it is clear that the school alone cannot provide on a 
practical basis that type of experience which is essential for a specific 
job. 
Barl R. Douglass; stresses the importance of cooperative education 
when he says: 11No program of education and upbringing of young people is 
complete unless it includes opportunity for engaging in work in the non-
school world." 
The findings of this study should be of value to educators, adminis-
trators, coordinators, businessmen, parents, and all those interested in 
preparing our youth to meet the demands of our business world. The results 
of the study should be of specific benefit to the coordinators and teacher 
concerned with the cooperative-office practice training programs. If the 
program is to continue in operation it must succeed in accomplishing the 
purposes for which it is established. 
;Douglass, Harl R., ~High School Curriculum, The Ronald Preas 
Oompany, New York, 1947, P• 28;. 
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CHAPTER II 
REVIE\'1 OF RELATED LITERATURE 
Cooperative educat~on has been the subject of much debate between 
authors in the field for some time in the past. A great deal has been 
written by educators who advocate this type of education and by others 
who object to it. 
Business educators and personnel directors have realized that the 
training students receive in the high school is not sufficient to bridge 
the gap between theory and the actual work of the office. Conditions in 
the school are not what they are in the office. A need exists to offer 
high school boys and girls another kind of training, a more practical 
and meaningful training that ~rill help the students in bridging that gap 
between school and office work. 
E. A. Roth talks about the need for another type of training for the 
high school youth in the following paragraphs&l 
Today American educational leaders are vitally concerned 
with 11 life adjustment for each and every youth. 11 .Educational 
philosophies and ideologies have taken a turn to the left in 
an effort to develop more convincing evidence that the educa-
tional system and educational practices are designed to do 
something for the 60 per cent of the youth who never graduate 
fromhigh school. Governmental commissions and educational 
associations have spent much time in study of the problem 
and planning the attack. The result of their studies and 
the attaclc which has been planned accepts the. cooperative 
work-study technique as an important part of the solution. 
1Roth, E. A., 11 A Challenge to Cooperative \'lork Experience, 11 
The Journal Ei_ Business Education, January 1~0, P• 11. 
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Foster W. Loso agrees with this need for another kind of training and 
shows the inadequacy of the present sys~em of instruction for high school 
boys and girls when he says: 11More than 90 per cent of the office 
employees that are fired are discharged because of deficiencies in personal 
qualities. 112 
The criticism is not that business education students cannot tj~e, 
take shorthand, or keep records, but that they lack a general knowledge of 
how business operates and certain important traits that are needed to help 
them make the necessary adjustments to office work. 
Harl R. Douglass; talks about work experience as a solution to the 
problem: 
As the limitations of a subject-matter centered educational 
program became increasingly evident, the values of work experience 
are more generally recognized and are perceived to be of greater 
importance. 
Grace Brennan4 agrees with Harl R. Douglass in this re~pect and talks 
about the acceptance of cooperative-training by educators. 
The concept that secondary education enjoys the single, 
purpose of training for college has undergone change. There 
is a general agreement that a large majority of high school 
pupils look forward directly to a vocation. One l!Tay of 
meeting this more lately recognized aim of secondary education 
is the program of cooperative education. The cooperative 
,plan consists essentially in the combination of classroom 
education with practical experience during the period of 
formal education when the schools can assume part of the 
responsibility for the transition from school to the work 
life of people. 
2toso, Foster W., 11 Some Thoughts on Clerical Office Practice, 11 
The Balance Sheet, April 1949, P• 552. 
5Douglaes, £E· cit., P• 284. 
4Brennan, ,Grace, 11 Co-operative Education in the High Schools of 
New York City, n ~ Forum, October 1948, P• 16. 
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The values of work experience are generally recognized by leaders in 
the ~ield. As educators realize the advantages of this type of training 
for the student, the school, and the community, cooperative-training 
programs are used increasingly in the office occupations and in the dis-
tributive trades. WilliamR. Blackler5 comments on the growth of the 
cooperative-training programs: 
The growth in the use of cooperative-training is a 
notable current development in business education. The. 
establishment of cooperative-training arrangements whereby 
business and education work together in providing instruction 
and opportunity for experience is a tribute to the vision of 
each. 
In cooperative-training programs ~n business education, school 
instruction and work experience are correlated. This is done by the 
selection of functioning subject matter studied in the classroom and 
applied on the job1 and by the provision for conference discussion of 
problems met by the students on their employment. The program serves the 
purpose of improving and vitalizing classroom instruction. Before entering 
full~time employment, the student is given the opportunity to combine 
theoretical and practical training. 
Business education's responsibility in regard to the boys and girls 
in the secondary school is not only to provide them vocational training 
for a specific job, but also to prepare them to li~e in society as 
intelligent citizens. In line with this thought Harl R. Douglass6 says: 
It is the responsibility of the community and of the 
state to provide work experience for young people in the 
5Blackler, William R., 11 Growth of Cooperative-Training in Business 
Education, 11 UBEA Forum, November 1949, P• ,8. · 
6nouglass, The High School Curriculum, P• 286. 
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period of transition from adolescence to adulthood. It is 
not the responsibility of the school. But the school, as 
the agency which enrolls two-thirds of the adolescents, 
cannot be unconcerned. It must sensitize all segments of 
our society to the need for work experience and it should 
coordinate the work program of full-time students whose 
major task is education. 
However, if cooperative education is to be offered it should be of a 
nature that will justify its existence. Harl R. Douglass7 gives some 
points on how to make the work experience program effective: 
To be truly educational, work experience must be planned 
as an educational experience. It should be under the direct 
supervision of educators who are alert to the opportunit~es 
for vocational, business, civic, and character education •. 
The school Should assume responsibility for acquainting 
employers with the educational philosophy of the project, 
of seeing that youtlif'ul l'torkers are not exploited, for seeing 
that young workers give the best service of which they are 
capable and of giving definite and high-grade guidance service 
in assignment to the job and during the period of employment. 
Educators should be concerned with the type of work experience 
programs being developed. Are they work~rograms for general education 
only, or are they truly coordinated programs designed to increase the 
occupational competency of y~uth as well as extending ge~eral education 
values? 
Jack Milligan8 gives us several guideposts which mark the ~ay and 
by means of l'mich cooperative-training programs can pe measured: 
1. Trainees must be employed in business occupations. 
2. Trainees should receive related instruction .a:n: school 
which is very closely coordinated with activities on the 
job. 
7Ibid. P• 291. 
8Milligan, Jack, 11 A Challenge to Business Education, li ~ Journal 
£! Business Education, April 1948, P• 24. 
9 
;. To develop work situations with cooperating employees 
and employers, thus assuring meaningful, purposeful,, 
and challenging work experience. 
4. To develop through careful analysis of local needs, 
adequate personal professional training, constant 
attention and continuous evaluation and re-direction, 
a type of education which shall provide the maximum 
benefit to each individual enrolled therein. 
Among the ltriters in the field there has been ample discussion in 
regard to the advantages and possible disadvantages of a program of this 
kind. In regard to the advantages to be derived from a cooperative- · 
training program, Harvey A. Andruaa9 considers the following points as 
advantages to the student, the employer, and the school: 
Advantages to the Student: 
1. Th~ cooperative plan of combining the theory 
of the classroom with the experience in the 
store or office tends to stimulate in the 
student a desire to learn more about the 
demands of the business world. He is more 
interested in improving ~a skill:and in 
increasing general knowledge when he can see 
that they have a practical value. It is not 
unusual to notice a decided improvement in the 
scholastic marks of a student after he has 
f!pent several 11 out 11 periods in a store or 
office. 
2. The cooperative student must face a.kind of 
competition in the store or office that is 
difficult, if not impossible for the school 
;. 
to provide. The experience that the student 
gains during his period on the job makes the 
theoretical training received at school more 
meaningful to him than it could otherwise be. 
This makes the period of adjustment much easier 
when the student is graduated and ready to accept 
a full-time position to develop the much-needed 
confidence in his ability ••• 
The student acquires certain aco.n6m:i:c';.1values: 
(1) The training offers opportunity for entrance 
10 
into the business world without giving up the 
advantages of high school training; (2) the 
student is enabled at least partially, if not 
Wholly, to support himself while taking the 
training; (;) the student acquir~s a background 
from the training so that promotion in years 
later following gradu~tion should be easier. 
Advantages to the Employers: 
1~ The~ooperative plan gives employers mx increased 
interest in the educational advancementcaf all employees. 
2. The employers have the assistance of the coordi-
nator in helping them to select cooperative 
empleyeea. The coordinator is familiar'with the 
needs of the employers and is advised by the ·' 
teachers of the qualifications of the cooperative 
students. 
;. The employers secure profitable service commensurate 
with the wages paid and usually at the time when 
they needed it most. The employers receive their 
cooperative students at an age when the students 
are more eager to learn. 
4. The employers have an opportunity to select 
permanent employees from the cooperative students 
working for them. It is interesting to note that 
a large percentage of cooperative students are 
retained by the employers in full-time employment 
after the students have graduated. 
Advantages to the School: 
1. School coats are reduced. Since only half of the 
cooperative students are in school at one time, 
the teaching staff is reduced. Classrooms thus 
saved can be used for other full-time st.udents, 
and less equipment will be needed since fewer 
students are using it at any one time. The 
cooperative plan, however, ~pmetimes indicates 
the need for different types of equipment not 
always found as part of the usual school equip-
ment. 
2. Under the cooperative plan teachers keep in close 
touch with the needs of business. The content of 
courses of study are vitalized and kept up-to-date 
so that the students will receive the training 




~. The school will be able to hold in school boys 
and girls who'might otherwise drop out because 
of lack of interest. ' 
4. The placement of graduates in positions should 
be a function of every progressive business 
dep!'lrtment. The organization and set up used 
for cooperative training and coordinating can 
be-fUrther used for carrying on this important 
study. 
Other authors and educators in business education agree among 
themselves in regard to the advantages of a cooperative-training program. 
Royal J. Morseyl0 gives the following points as advantages of the programs 
1. The student will leave his job with valuable abilities 
and skills for which he can find a ready market after 
he graduates. ' 
2. The development of many desirable traits is claimed as 
the outcome of work experience. It is supposed to give 
lessons in neatness, punctuality, dependability, adapt-
ability, cooperation, thrift, etc. 
'• Work experience gives some of the student workers an 
appreciation of ~he problems that confront working 
people. It also enables students to gain insight as 
to the-ideas, interests, attitudes, and habits of 
working people. This acquaintance with working people 
is undoubtedly educative if it is varied enough and 
not confined to just one class of workers. This 
understanding of all kinds of people can give valuable 
lessons in cooperati~n and tolerance and may make for 
greater harmony and unity among the people in our 
country. 
4. Work experience also enables some students to acquire 
the ability to give sustained attention to assigned 
taSks. It is difficult to work without interruption 
for four-hour or eight-hour periods. Employers say 
they don't know how to work. This ability is tisually 
more easily developed as a high school or college 
student than as. an adult. A high school student 
usually takes a great deal of pride in a job that 
enables.him ta become at least partially self-
supporting; this pride is a strong incentive to do 
good work. 
11 Work ~perience in Vocational Business Training," 
12 
Cooperative part-time education has encountered many objections and 
has received many criticisms. Harvey A. Andruasll quotes some objections 
~ from F. G. Nichols' bulletin entitled 11 0ommercial Education: 11 
1. Students who are sent out into office, stores, or shops 
are exploited by unscrupulous employers who give them. 
only routine and uneducational duties to perform. 
If only those employers who are known to have a 
real interest in social and educational problems are 
selected, there will be no such result. Then, too, 
a definite agreement must be entered into between the 
school, the parent, and the employer, whereby it is 
pro~ided that pupil-workers will be rotated in the 
different positions at the office, ao as to give them 
an all-around experience. Weekly reports on work done, 
handed to the teacher each week by the student will act 
as an effective check on the employer who is inclined 
to forget his contractual obligation and keep his 
group on unprofitable tasks. 
2. It has been asserted that businessmen will not want to 
bother with alternate week employees. 
The fact is that in every community there are live 
businessmen who will welcome any chance to take a hand 
in the formal training of their of£ice help. The future 
of the business often depends upon the wise selection 
of such help. A canvass in any industrial center will 
reveal sufficient cooperative opportunities. 
;. :rt has been offered as an objection that even if the 
employer is sympathetic, the superintendent, employment 
manager, or some other executive vdll prove a stumbling 
block. 
This need not be the case i£ the right man on the 
firing line to whose interest it is to handle the whole 
matter intelligently and successfully is found. More 
such men exist in every community that it is at first 
apparent. 
llAndruss, .2.:2.• cit., P• 105. 
4. Another contention is that the wages are usually less 
than are paid for similar full-time service and rarely 
pay for the educational loss sustained by the pupils. 
The wages paid to part-time workers for the time 
actually employed is to be the same as those being paid 
beginners for similar service. 
The expense for coordinators is excessive is another 
often repeated charge against such a plan. 
If each coordinator is made responsible for two 
groups of pupils whom he teaches alternate weeks, the 
expense will be less even than for full-time work, as 
each teacher will handle twice as many classes. 
Expensive administration machinery is not essential 
to the success of this plan • 
. 6. It is often advanced against part-time commercial courses 
that office work is so complex that it is not feasible to 
have one person on a job one week and another person the 
next week. Saturday left-over memoranda, etc., cannot be 
handled successfully by the alternate week worker. 
Only large offices in which there is a desirable 
opportunity for a permanent position for one or mo~e 
of the part-time pupils should be selected for this 
important cooperative education. In such offices the 
carry over difficulty is more apparent than real. ' 
Two other often made objections to work experience and the reply 
to them are presented by Royal J. Morsey:l2 
1. Adult workers frequently object to students getting jobs 
that they feel should go to heads of families. Student's 
services are highly desirable from the employer's vewpoint 
because the student frequently does just as much work as 
the older and more experienced worker who has to be paid 
perhaps double what the student is getting. 
The only way this objection can be met is to pay the 
student the prevailing rates, and during periods of une~ 
ployment the work-experience program of schools would 
have to be curtailed. 
2. Another objection, one frequently made by faculty 
members of schools where a cooperative plan is in· effect 
12Morsey, 1.2.9.• cit. 
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is that working students miss out on an education, and 
undermine their health. 
Under the cooperative plan the student does not 
carry a full schedule of" school work plus a job. His 
school work is adjusted to the hours he spends on the 
job. 
Talking about the importance of coordination i~ cooperative alucation 
Willioon R. Blacklerl~ says: 
Ooordination is an important factor in cooperative 
education. The success of the program depends upon the 
coordinator, hie enthusiasm, background, experience, and 
techniques. The coordinator contacts sources of business 
employment in order to utilize the community as a teaching 
aid. 
A comprehensive cooperative business.program is somewhat difficult 
to organize under present class scheduling and graduation requirements. 
It Should be an integral part of the regular high school instructional 
pattern. It should consist of a combination of general education 
accompanied by specific related skills. The plan requires the cooperation 
of school, pupil, businessman, and labor leader. By combining education 
with work, industry rmtl business participate in assuming responsibility 
for the development of the future citizens. Satisfactory functioning of 
the plan raquires complete understanding as to the roles and responsibiliti 
of the school and business. 
l~Blackler, J:2.2.• ~· 
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OHAPTER III 
FROOEDURES USED IN GATHERING DATA 
The following procedures were used in gathering the data to carry on 
the study of the cooperative-office practice training programs in the high 
schools of Puerto Rico. 
1. A background for the study was obtained by securing 
literature in books and periodicals related to the 
cooperative-training programs. 
2. The names and addresses of the teacher-coordinators 
in the programs of cooperative-office practice in the 
public high schools of Puerto Rico were secured from 
the Insular Supervisor of Business Education. In this 
way the programs were located • 
. ~. The names of the directors of the private high schools 
were secured. 
4. A questionnaire was constructed for the purpose of 
securing the necessary data for the study. The 
following points were included in the questionnaire: 
a. The total enrollment in the program speci~ing 
male and female students. 
b. The length of time spent working in an office. 
c. The form of the work experience plan. 
d. The hours spent at school and at work by the 
16 
students enrolled in the program. 
e. The year and the time of the year in which the 
students start the work experience. 
:£. The average weekly hours of work under the program. 
g. The bases for the selection of cooperative-training , 
offices. 
b. The reasons for limiting enrollment in the program. 
i. The factors which determine the elegibility of 
students for participation in the program. 
j. The person or persons responsible for admitting 
students into the cooperative-office practice 
training programs. 
k. The subjects included in the preparatory curriculum 
when offered as a requisite for entrance into the 
program. 
1. The subjects included in the cooperative-o:ffice 
practice training program. 
m. The methods used in teaching the office practice 
class. 
n. The materials, office machines, and textbooks used 
in the class. 
o. The means used to evaluate the pu.pil 1 s work. 
P• The outstanding deficiencies found in the students 
in the program. 
q. The factors which the teacher-coordinators consider 
are problems in the cooperative-office practice 
17 
training programs. 
r. The aspects of the program which the teacher-
~ coordinators think Should be improved. 
5· The questi~nnaire and the letter of transmittal were sent 
to '0 teacher-coordinators of public high schoomand to 
20 directors of private high schools and these were to be 
given to the teacher-coordinators in each private high school. 
6. Twenty replies were received after a period of four weeks. 
These replies constituted 4o per cent of the total number 
sent. 
7• A follow-up letter was sent to those teacher-coordinators 
who failed in answering the questionnaire. Ten more replies, 
making a total of ;o, were received, thus raising the total 
responses to 60 per~cent. Answers were received form the rest 
of the schools indicating that they did not have a cooperative-
office practice training programs in operation in their schools. 
8. The replies to the questionnaire were tabulated and analyzed. 
9. Conclusions were formulated based upon the findings of the 
study. 
PrQcedures Used in Locating 
~he Oooperative-Qffice Practice Training Programs 
After deciding to carry on a aurvey of the cooperative-office 
practice training progransin the high schools of Puerto Rico, a letter 
was sent to the SuperYisor of Business Eaucation at San Juan, Puerto Rico. 
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In reply to'that letter, the writer received the names of the teacher-
coordinators in charge of the programs in the public high schools of 
Puerto Rico. Since most of the private schools were not listed with the 
Department of Eaucation, the Supervisor of Business Eaucation could not 
provide the names of the teacher-coordinators in the private schools. 
They were obtained from various other sources. 
The information received reveal~d that only 25 programs of cooperativ~ 
office practice were functioning in the high schools of Puerto Rico. 
Twenty-five private schools were selected from the ones operatin~ in the 
' 
. 
island making 50 the number of programs. used in the study. A questionnaire 
was sent to each teacher-coordinator in charge of the program. See the 
Appendix for the list of programs used. 
Procedures Used in Building the Questionnaire 
Mauriello's thesis and questionnaire used in surveying the cooperativ& 
training programs in retail selling in the high schools of New England 
were studied to determine which aspects. of the programs were similar to 
the cooperative-office practice training programs in the high schools of 
Puerto Rico, and in which way it could be used as a basis for building a 
questionnaire adequate for this study. Those sections of Mauriello 1 s 
questionnaire which were thought to be adequate were used and the question-
naira was built. Some modifications of the questionnaire were suggested 
by the seminar and these suggestions were incorporated in the questionnaire 
It was then mimeographed and sent together with the letter of transmittal. 
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A Brief Description of the Questionnaire 
The questionnaire was divided into three sections. The first section 
dealt with the organization of the program and included enrollment, length, 
and form of the program, time at which the program statted, time spent.at 
school and at work, and the bases for selecting students and cooperating 
offices; the second division was concerned with the content of the program 
including in ~t the subje~ts included in the preparatory curriculum and in 
the cooperative-office practice training program, methode, materials, 
machines and textbooks used in the progr~ the last section was concerned 
with the evaluation of the program in which the means used to evaluate 
the pupil 1s work, deficiencies found in the students, and problems in the 




RESULTS OF THE STUDY 
The data used in this study were based upon the responses of ;o, or 
60 per cent,of the teacher-coordinators of the cooper~tiveeoffice practice 
training programs in the high schools of Puerto Rico 
Organizational As~ects of the Program 
Table I reports the present male and female enrollment in the 
cooperative-office practice training programs in the high schools of 
Puerto Rico. As the programs in operation in the high schools of Puerto 
Rico are divided into secretarial office practice and clerical office 
practice, when considered necessary, the information is given separately 
within the same table, or in a separate table. In Table. 'I the information 
is given separately within the same table. 
. 
In the secretarial office practice program, the total enrollment fo~ 
girls was 422 and the total enrollment for boys was 161. Seventy-two per 
cent of the enrollment was composed of females, and 28 per cent of the 
enrollment was made up of males. 
The total enrollment for the girls in the clerical office practice 
training program was 57, and the total enrollment for the boys was 151. 
Twenty-seven par cent of the enrollment was composed of girls and seventY"'" 








MALE AND FEMALE ENROLLMm,\lT m THE COOPERATIVE-
0 OFFICE PRAOTICE TRAINING PROGRAMS m THE HIGii SCHOOLS OF PUERTO RIOO 
, 
Secretarial Office Practice Clerical Offid 
Pro.rrram.J 
I 
Prol!:rams Girls Total Bo:vs Total Pro.rrrams Girls Total 
' 
1 5 5 1 1 - 1 1 9 9 
I 1 8 8 1 2 2 1 10 10 
1 15 15 1 8 8 1 u 11 
1 17 17 1 26 26 1 1; 1; I 
1 19 19 1 56 56 2 1 2 I I 
1 20 20 2 ~ 6 ' 
~.4 12 
. 1 21 21 ; 1~ I 
1 2; 2; 4 5 20 I : 
1 24 24 2 6 12 
1 26 26 2 9 18 ' 
1 28 28 
1 42 42 
1 47 47 
1 79 79 
2 4 8 
2 6 12 
2 l4 28 . l 
!O 422 18 161 I 9 57 I 
I 
.. 
Male Enrollment 28% Male Ep,rollment t Female Enrollment 72% iemale Enrollment 
-. 
Total Female Enfollment 60% 








At the time of the study, there was·a high enrollment of females in 
the secretarial office practice training programs while the male enrollment 
~ was higher in the clerical office practice programs. This is an indication 
that girls are much more interested in the secretarial office practice 
programs while boys prefer the clerical office practice programs. 
Taking both programs together as one, the total female enrollment is 
60 per cent and the total male enrollment is 4o per cent. 
In two of the secretarial office practice programs studied, the 
entire enrollment was composed of girls, while in the clerical office 
practice programs, only one had a total male enrollment. 
TABLE II 
LENGTH OF THE COOPERATIVE-oFFICE PRACTICE TRAINING PROGRAMS 
IN THE HIGH SCHOOLS OF PUERTO RICO 
Length Number of Programs Per Cent 
Secretarial Clerical Total 
One-Semester ; 5 8 27 
One~Year Study 6 ; 9 ;o 
Two-Years Study 5 5 16 
Three-Years Study 6 2. 8 27 
< I Total 20 10 ;o 100 
Table II shows the length of the cooperative-office practice training 
~ programs studied. In 8, or 27 per cent of the programs, the training was 
completed in one semester; the same number, 8, applied to the three-year 
study. 
-Nine, or ;o per cen~ offered the training in one year, while only 5, or 
16 per cent~ extended the training to two years. All respondents reported 
that the half-day plan for work experience was used. No variation from 
this plan was indicated by the teacher-coordinators. 
Twenty-ajven~ or 87 per cent, of the programs surveyed indicated that 
the students attended classes in the morning and worked in the afte~Aoon. 
Only 4 programs, or 1; per cent~ did their work in the business offices in 
the morning. 
TABLE III 
NUMBER OF HOURS STUDENTS SPENT IN SCHOOL UNDER 
THE OOOPERATIVE-TRAINnm PROGRAMS 
IN THE HIGH SCHOOLS OF PUERTO RICO 
Number of Hours Number of Programs 
Per Week 
Secretarial Clerical Total 
Seventeen Hours 8 4 12 
Eighteen Hours 4 l 5 
Twenty-one Hours 4 2 6 
Twenty-three HOurs 2 2 
·Twenty-five HOurs 2 1 ; 
Twenty-six Hours 1 1 
No Reply 1 l 













Table III reports the number of hours the students spent in school 
under the cooperative-training programs. The number of hours whbh the 




of the teacher-coordinators, l~ or 40' per cent, reported that the students 
spent 17 hours in the classroom. In 5, or 17 per cent, of the programs 
students spent 18 hours at school. The table indicates 13 schools, or 
4; per cent, reported that the time spent at school by their students 
varied from 21 to 26 hours. The average number of hours spent in the 
school by the students participating in the program was 22. 
TABLE IV 
NUMBER OF HOURS STUDENTS SPENT AT \~ORK UNDER THE 
OOOPERATIVE-TRAINING PROGRAMS IN THE 
HIGH SOHOOLS OF PUERTO RIOO 
Number of Hours Number of Programs 
Per week 
Secretarial Olerical Total 
Eight Hours l l 2 
Thirteen HOurs 5 1 6 
Fifteen Hours 7 2 9 







No Reply l 1 












Table IV reveals the number of houra the students spent at work under 
the cooperative-office practice training programs. As indicated in the 
Table 15,_ or 50 per cent, of the teacher-coordinators reported ·that the 
. 
students spent from 1; to 15 hours per week at work. Thirteen teacher-
. 




work. In only two programs the students spent as little as eight hou±s 
per week at work. 
The number of hours spent at work by the students, 1uilder :bhe"coc;>pe-
rative-office practice training programs, varied from eight to 20 hours. 
The average number of hours spent at work by the students was 15. In 
some cases the teacher-coordinators indicated that the small number of 
hours spent at work by the students was due to the fact that they were not 
allowed to work during Saturdays because of labor laws. 
TABLE V 
TOTAL NUMBER OF HOURS STUDENTS SPENT m SCHOOL AND AT 
i'lORK UNDER THE COOPERATIVE-OFFICE PRACTICE TRAINING 
PROGRAMS .IN THE HIGH SCHOOLS OF PUERTO RICO 
l 
Number of Hours Number of Programs I Per Cent 
~er Wekk 
Secretarial Clerical Total 
Thirty Hours ; 1 4 1; 
Thirty-one Hours 1 1 ; 
Thirty-two Hours 1 2 ; 10 
Thirty-three Hours 2 1 ; 10 
Thirty-four Hours 1 1 ; 
Thirty-five Hours 2 2 8 
Thirty-six Hours 5 2 7 2; 
Thirty-seven Hours 2 2 8 
Thirty-eight Hours 1 1 ; 
Forty Hours 1 1 ; 
Forty-one Hours 1 2 ; 10 
Forty-six Hours 1 1 ; 
I 
No Reply 1 1 I ; I 




Table V is closely connected with Tables III and IV in that it Shows 
the total number of hours per week spent by the students in sc~ool and at 
work under the cooperative-office practice training .programs. This table 
\ 
shows that the number of hours spent at school and at work ranged from ;o 
' 
to 46 hours. In 24, or 80 per cent, of the programs students attended 
classes and worked between ;o and ;8-hours per week. ~In only 5, or 16 per 
cent, of the programs the students worked and attended classes from 40 to 
46 hours per week. The average time spent by the students at work and in 
school was ;4 hours. The total number of hours spent by the students at 
work and in school almost equals what the average person works weekly. It 
has to be like that because the student must not only get in school that 
knowledge necessary to prepare an efficient worker, but he must also work 
in the office a sufficient i:rlunber~ of hours to give service to the employer 
and to obtain the necessaryamount of on-the-job training. 
Table VI shows the factors used as a basis for the selection of the 
cooperating offices in the cooperative-office practice training programs. 
c 
The factors are ranked according to frequency of mention• Th~ highest 
rank was given to full cooperation from office, with 27 schools ~iving this 
fadbr. This seems to be the most important reason for the selection of a 
training office as indicated by the teacher-coordinators. Second and third 
in rank, according to 26 and 24 coordinators re~pectively, were working 
conditions in the office and prospects for permanent employment after 
training. Prestige of office was mentioned next by 20 coordinators; 19 
coordinators felt that reimbursement to students was an important reason, 
while 16 teacher-coordinators mentioned office ethics ll.ar'~ important 
:i7 
0 
TABLE Vl , 
THE BASES FOR SELECTING A COOPERATING-OFFICE 
FOR THE COOPERATIVE-OFFICE PRACTICE TRAINING PROGRAMS 
IN THE HIGH SCHOOLS OF PUERTO RICO " 










Full 8ooperation from office 
·Working condi tiona of office 
Prospects for permanent empoyment after training 
Prestige of office 
Reimbursement to students 
Office Ethics 
Proximity of office 
Size of office 
Total Schools Reporting 
Notal The number of bases indi~ated by the schools reporting 










factor for selecting a cooperating office. Proximity of office and size of 
office were listed last as reasons for the selection o£ cooperating offices. 
Some coordinators mentioned only one reason for the selection of 
cooperating offices, while others reported as many as eight. The average 
number of factors indicated by the schools reporting was five. 
Table VII indicates the reasons for limiting enrollment in the 
cooperative-office prac~ice training programs in the high schools of Puerto 
Rico. Limi~ed school facilities ranked first according to frequency of 
c:J mention. This was mentioned by 24 teacher-coordinators. Seventeen coordi-
nators indicated that a limited number of business offices in the community 
was a very important reason for limiting enrollees in the program. High 
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T.:ABLE VII 
REASONS FOR LIMITING ENROLLMENT IN THE 
COOPERATIVE-OFFICE PRACTICE TRAINING PROGRAMS 
IN THE HIGH SCHOOLS OF PUERTO RIOO 









Limited school facilities 
Limited amount of business offices in the community 
High standards of selection set up by school 
Lack of cooperation from businessmen 
Regulations of the Labor Department end organizations 
High standards of selection set up by cooperating 
business firms 
Economic reasons 
Lack of interested students 
*Limited number of teachers and lack of equipment 
Schools Indicating One o~ MOre of Above 
Schools Indicating None of Above 
Total Schools Reporting 
Note: The number of bases indicated by the schools reporting 
~ ranged from one to four. 
The average number of bases indicated by the schools 
reporting was two. 
*The last reason was not included in the questionnaire 
but was indicated as a base in selecting a cooperating 













standards of selection set up by schools came next as a reason for limiting 
enrollment, being mentioned by 11. Regulations of the Labor Department and 
organizations, high standards of selection set up by cooperating business 
firms, economic reasons, lack of interested students, limited number of 
teachers, and lack 9f equipment were stated as other reasons. Only one 
29 
coordinator reported that the enrollment in the progr~ in his school was 
not limited. 
The number of factors indicated by the schools reporting ranged from 
one to four. The average number of factors indicated by the schools 
reporting was ten. 
TABLE VIII 
FACTORS WHICH DETERMINE THE ELEGIBILITY OF STUDENTS 
\ FOR PARTICIP~ION n~ THE COOPERATIVE-OFFICE PRAOTICE 
















Factors Frequency of 
Mention 
English grades 20 
Spanish grades 19 
Personality of student 18 
Satisfactory fulfillment of preparatory curriculum 15 
General scholastic averages 14 
Student's appearance 1; 
Typewriting grades 10 
Related business subjects grades 9 
Health records 8 
Conduct record 7 
Attendance records 4 
Chronological age ; 
*Arithmetic grades 2 
*Student's interest 1 
T~tal Schools Reporting 
The number of factors used in the schools reporting 
ranged from one to ten. 
The average number of factors indicated by the schools 
reporting was five. 
*The last two factors. were not included in the 






~~able VIII shows a list of the factors which determine the elegibilit~ 
of students for participation in the cooperative-office practice training 
programs in the high schools of Puerto Rico. As a very important factor 
-and first in rank, according to frequency of mention, was listed EngliSh 
grades. -This may seem a very strange fact since Puerto Rico is a SpaniSh-
speaking country, but the obvious reason for this, and the great importance 
of this factor may be seen when it is said that most of the teaching was 
done in English. Textbooks were in English, and dictation and transcrip-
.tion of English shorthand was and is one of the most important subjects 
in the curriculum. Next in rank, being mentioned by 19, was Spanish gradest 
This does not need any explanation. Eighteen coordinators considered the 
personality of the student as a factor of great importance, while . 
15 teacher-coordinators indicated satisfactory fulfillment of the prepara-
tory curriculum as a strictly necessary requirement. Other coordin~tors 
listed general scholastic averages, student's appearance, and typewriting 
.as factors of importance. Other factors mentioned, in the order of mention, 
were related business subject grades, health records, conduct records, 
attend~nce records, and chronological age. Arithmetic grades and student 1s 
interest were two factors mentioned by the coordinators, although not 
included in the questionnaire. 
Although the number of factors used in the schools reporting ranged 
from one to ten, the average number of factors indicated by the schools 
reporting was five. 
Table lX indicates the persons responsible for admitting students into 









PERSONS RESPONSIBLE FOR ADMITTING STUDENTS INTO THE 
COOP~IVE-OFFICE PRACTICE TRAINING PROaRAMS 




The coordinator and the guidance director 
The guidance director 
A committee of teachers and the coordinator 
*The principal and the coordinator 









Note; The number of persona responsible for admitting students 
into the programs ranged from one to four. 
The average number of persons indicated by the schools 
reporting was one. 
*The last reason was not included in the questionnaire 
but was indicated as persons responsible for admitting 
students into the programs by the teacher-coordinators. 
Puerto Rico. The principal seemed to be the person who really admits the 
students into the pr~gram according to 20 coordinators. In only 10 schools 
the coordinator was responsible for admitting students into the program. 
Seven teacher-coordinators required the help of the guidance director in 
determining who was to be admitted. In five programs the guidance director 
determined if the student was admitted or not. A committee of teachers 
and the coordinator was indicated last as responsible for the admission of 
applicants into the program. Although the principal and the coordinator 
were not included together in the questionnaire as responsible for 
admission into the program, they were indicated by one teacher-coordinator. 
The average number of persons indicated by the schools reporting was 
one. Some coordinators mentioned only one person as responsible for 
admitting students into the program, while others mentioned four. 
Content of the Program 
In this par~ of the study was indicated the subjects included in the 
cooperative-office practice training programs, the preparato~ curriculum, 
methods used in teaching the office practice class, teaching.materials, and 
machines and te~tbooks used in the office practice class. 
Table X shows a list of the subjects included in the preparatory 
curriculum of the cooperative-office practice train~ng programs. Of the 
;o programs surveyed, 20 had a preparatory curriculum and only 10 did not 
have one. Of these 20 programs having the preparatory curricul~ two 
did not check any of the subjects included in the questionnaire as subjects 
included in the preparatory curriculum. Eighteen coordinators checked one 
or more subjects as included in the preparatory curriculum. All of these 
coordinators checking one or more subjects in the questionnaire included 
bookkeeping I as part of the preparatory curriculum, and only two did not 
include typewriting I as part of the preparatory curriculum. Next to 
bookkeeping and typewriting, business English and business Spanish were 
mentioned as part of the program. This indicates the importance given to 
~ languag~ as a necessary tool for the development of efficient office 
workers. Other subjects included in the program according to frequencyc 
of mention were business arithmetic and junior business training. The 
=========9~~-~~ ~~ -:~~~;~~h~=:-~.~~·===================================================9F======== 
Rank 
TABLE X 
SUBJEGrS INOLUDED IN THE PREPARATORY OURRIOULUM FOR 
OOOPERATIVE-OFFIOE FRAOTIOE TRAINING PROGRAMS 






















Schools Checking One or More SUbjects 18 
Schools Indicating None of the Above 2 
Schools Which Do Not Have a Preparatory Curriculum 10 
Total Schools Reporting ~ 
Note: The number of subjects indicated by the schools 
reporting ranged from one to eight. 
The average number of subjects included in the 
curriculum by the schools reporting was two. 
*The last three subjects4kere noz. included in the 
questionnaire but were indicated as subjects by 
the teacher-coordinators. 
teacher-coordinators indicated three other subjects which were not included 
in the questionnaire. These were business law, filing, and office practice 
As shown in Table X some respondents indicated only one subject as 
included in their preparatory curriculum while others reported as many as 
eight. The average number of subjects included in the preparatory curricu-
lum by the schools reporting was two. 
' 
As shown by the facts given in Table X, it may be said that little o~ 
no emphasis is given to basic business education in the cooperative-office 
practice training programs in the high schools of Puerto Rico before enter-













SUBJE~S INCLUDED n~ THE COOPERATIVE-OFFICE 
PRACTICE TRAINn'rG PROGRAMS IN THE 
HIGH SCHOOLS OF PUERTO RICO 






Spanish Shorthand . 
























Note: The number of subjects indicated by the schools reporting 
t.anged from two to nine. 
The average number of subjects indicated in the curriculum 
by the schools reporting was seven. 
*The last subject was not included in the questionnaire but 
was indicated as a subject by a teacher-coordinator. 
Table XI indicates the subjects included in the secretarial office 
practice training program of the cooperative-office practice training 
?5 
programs in the high schools of Puerto Rico. All of the 20 secretarial 
o£fice practice programs studied included typewriting II, commercial law, 
Spanish shorthand, secretarial office practice, and ~gliSh ~orthand. 
Eighteen teacher-coordinators included business English and business 
Spanish as part of the curriculum of the secretarial office practice 
program. The high rank of these two subjects gives an idea of the impor-
tance given by the coordinators to the correct usage of English and Spanish 
by the students participating in this program. 
Other subjects included in the program according to frequency of 
mention were bookkeeping II, bookkeeping I, typewriting, and filing. 
Although the teacher-coordinators were asked to add any subject included 
in their program but not stated in the questionnaire, only one was added. 
Some of the teacher-coordinators reported that only two of the 
subjects included in the questionnaire were taught in their pr~gram, 
while others indicated as many as nine. The average number of subjects 
indicated in the curriculum by the schools reporting was seven. 
Of the 10 schools which did not have a preparatory curriculum, nine 
expressed a desire to have one in their schools, while only one 
coordinator did not consider it as a necessary part of the cooperative 
program. 
Table XII is closely related to Table XI in that it indicates the 
subjects included in the clerical office practice program of the coopera-
tive-office practice training programs in the high schools of Puerto Rico. 
The first three subjects indicated in Table XI were bookkeeping II, type-
writing II, and clerical office practice which were checked by the 10 
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TABLE XII 
SUBJECTS INCLUDED IN THE COOPERATIVE-OFFICE 
PRACTICE TRAINING PROGRAMS IN THE 
HIGH SCHOOLS OF PUERTO RICO 












Schools Checking ~ne or MOre of Above 














Note: The number of subjects indicated by the schools ranged 
from four to ten. 
The average number of subjects indicated by the schools 
was seven. 
indicated business English, and commercial law. Business Spanish was the 
next common subject in the program. Four coordinators indicated ~hat 
Spanish shorthand was offered as part of the program. Other subjects 
mentioned were bookkeeping 1, typewriting I, and English shorthand. 
Although some schools reported 10 subjects as part of the programs, 
others only indicated four. The average number of subjects indicated by 




ME:rHODS USED TO PRESENT THE SUBJEOT MATTER OF THE 
~ COOPERATIVE-OFFICE PRAOTIOE TRAINING PROGRAMS IN THE HIGH SCHOOLS OF PUERTO RIOO 
; . 
Rank Methods Frequency of 
. Mention 
I 
1 Class discussions based on problems enountered ;o 
I 
I by students on work 
I 2.5 Demonstrations by teacher 29 
I 
I 2.5 Motion pictures 29 
I 
I 4 Class discussions based on textbooks 28 I 
I 
I 
5·5 Problems to be solved by students 25 
I 5·5 Talks by businessmen 25 
I 
7 Field trips to business offices 24 
8 Oral and written reports by students 21 
I 9 Lectures by teacher 18 
10 *Projects ; 
12 *Drills 2 
12 *Review 2 
12 *Supervised study 2 
Schools Oheckinl! One or More of Above 30 
Note: The number of methods indicated ranged from four to ten. 
The average n'!l!D.ber of methods indicated by the schools 
reporting was eight. 
*The last four methods were not included in the questionnaire 
but were added by the teacher-coordinators. 
Table XIII indicates the methods used to present the subject matt~r 
-of the cooperative-office practice training programs in the high schools 
of Puerto Rico. Class discussions based on problems encountered by 
~ students at work, was indicated as the most common method used to present 
subject matter by the total number of schools reporting. Twenty-nine 




were two very impprtant methods used by them to present the subj~ct matter 
to the students in their classes. Olass discussion based-on textbooks was 
used by 28 coordinators ranking relatively high on the list. Problems 
to be solved by students and talks by businessmen received fifth and sixth 
positions respectively on the list. Other methods mentioned by the teacher 
coordinators were field trips to business offices, oral and written re~orts 
by students, lectures by teacher, projects, drills, review, and supervised 
study. The last four methods were not included in the questionnaire but 
were added by the teacher-coordinators. 
The number of methods indicated by the teacher-coordinators ranged 
from four to tan. The average number of methode indicated by the schools 











MATERIALS USED m THE ~OdPERATIVE-OFFIOE PRAOTIOE 
TRAINING PROGRAMS IN THE HIGH SCHOOLS 





Magazines and periodicals 
Laboratory set up as office 
Outlines of study 












Schools Ohecking One or l~re of Above ;o 
Nota: The number of materials indicated by the schools reporting 
ranged from two to six. 
The average number of materials indicated by the schools 
reporting was six. 
*The last two items were not included in the questionnaire 
but were indicated as materials used in the programs by 
the teacher-coordinators. 
Table XIV gives a list of the materials used in the cooperative-office 
practice training programs in the high schools of Puerto' Rico. The total 
number of coordinators, ;o, indicated textbooks as the moat important 
material used by them. Next in rank were mentioned machines, reference 
books, magazines, and periodicals. In only 14 of the schools a laboratory 
set up as an office was used. Outlines of study were used in eleven of 
the schools. The teacher-coordinators added bookkeeping and filing seta, 
and motion pictures to the materials listed in the questionnaire. 
As seen in Table XIV, some of the 1Coordinators indicated that they 
used only two of the materials listed while others used as. many as six. 






MACHINES USED IN THE OFFICE PRACTICE CLASS 
OF THE COOPERATIVE TRAINING ~ROGRAMS 
lN THE HIGH SCHOOLS OF PUERTO RICO 
! .. 




. I Adding 
Programs Machines Pr~grams Machines Programs Type. 
1 16 22 l 15 l 6 1 
1 17 2 
I 
2 5 2 
2 22 2 !i 
6 25 
' l 26 1 
2 27 I ~ l l ;o l 4 '' I I l !)6 I l '7 1 -,e 1 40 
I ~ 
' 
44 I 1 45 l 
25 ~ ~ 4;8 tj 24 I ; 22 I 6 I 6 1 
ll 
'5_ Schools Reporting 25. 
The machines used in the cooperative-office practice classes in the 
high schools of Puerto Rico are shown m Table XV. In all of the schools 
" 
reporting, the typewriter was used as an essential tool for the adequate 
training of the students. The number indicated by the coordinators in the 
questionnaire varies with the size of the program and of. the school. The 
biggest number reported by any school was 45, while oneschool reported 
. 
having as little as 16 typewriters. Other machines mentioned as being used 
by the teacher-coordinators were adding machines, duplicating machines, and 
electric typewriters. Twenty-two schools reported that imey had one adding 
41 
-
machine and two schools reported having two. This indicates that only one 
of the 25 schools reporting did not have an adding machine. Of the 25 
schools reporting, 15 schools had one duplicating machine, 15 schools had 
tlro, and only two schools had three duplicating machines in use. Only six 
schools reported that they used an electric typewriter in the office 
practice class. The numbers reported indicate that the schools in Puerto 
Rico do not have the adequate number of machines and the necessary equip-
ment for the efficient functioning of the office practice classes. 
In Table XVI is shown a list of the textbooks used in the cooperative-
office practice training programs in the high schools oflUerto Ricq; As 
indicated in Table XVI, textbooks are the most lddely used classroom 
material in the office practice classes. In moat of these classes teaching 
is based solely on textbooks, since there is not a rich source of other 
materials to supplement classes. There is no special library that could be 
used for reference materials. V~st of the reference books, magazines, 
and periodicals ~sed are provided by the teacher. The government provides 
outlines of study for only a limited number of aubjebts. 
Taking into consideration the great importance ~d'use given to text-
books in the office practice classes it seems important that·these text-
books should be well selected and adapted to the student's needs. In regar· 
to the textbooks, one teacher-coordinator commented that the textbooks to 
'be used in the office practice classes must be in Spanish, since this is 
' 
our language, and that they should be adapted to our needs, to the mental 
level of our students. She adds that they should not be brought from the 
Uni\ea Siates; that is, the same textbooks used in the United States 





taking into consideration language and environmental difficulties. Another 
coordin~tor indicated that there is an urgent need for a typewriting text-
book in Span~an which ~11 g1ve special emphasis to the composition of 
business letter in SpaniSh. 
.TABLE XVI 
TEXTBOOKS USED IN THE COOPERATIVE-OFFICE 
PRAC1.CIOE T.RAINnm· PROGRAMS m THE 
miGH SCHOOLS OF PUERTO RICO 
Authors Titles Frequency of 
Mention 
D. D. Lessenberry, T. J. Cra~~ord 20th Century Typewriting ;o 
Paul A. Carlson, Hamden L. Forkner 20th Century Bookkeeping and 
and Alva L. Prickett Accounting ;o 
E. D. Bassett and Peter Agnew 
John R. Gregg, Louis A. Leslie, 
and Charles E. Zoubeck 
Ana M. 01Neill, Alfredo Muniz 
Ana M. 0 1Neill, Alfredo Muniz 
Ana M. 0 1Neill, Alfredo Muniz 
I 
Foster Loso, Peter Agnew 
Foster Loso, Peter Agnew 
s. George Getz 
Paul· A. Carlson, Hamden L Forkner 
and. Alva L. Prickett 
I 
~~ Gorbea, Alfredo Ymniz 
~ohn Robert Gregg 
Hamden, Forkner, and A. Osborne 
I 
(r 
Business ai'iling ;o 
Gregg Shorthand Manual Simpl:ifi.ed ;o 
Exposicion de 1a Taqul@:e.fia Cl-egg ;o 
Suplemento a la Exposicion de la 
Taquigraf!a Gregg ;o 
Dictados Practices ;o 
Secretarial Office Practice 29 
Clerical Office Practice 29 
The 6onsumer and the Law 27 
20th Cen~ury Bookkeeping and 
Accounting (Advanced) 26 
Sistemas de Archive 25 
Gregg Speed Studies 20 












Evaluation of the Program 
TABLE XVII 
MEANS USED TO EVALUATE PUPIL 1 S OFF.J:OE WORK 
OF THE COOPERAT1VE-OFFIOE PRACTICE TRAINING PROGBUU~S 
IN THE HIGH SCHOOLS OF PUERTO RICO 
Means Frequency of 
Mention 
Observation of student's work by teacher-coordinator 28 
Report sheets used by employer 26 
Conferences with employer 26 
Rating sheets used by teacher 15 
*Auto evaluation 2 
~e~s l 
Total Schools Reporting ;o 
Note: The number of means indicated by the schools reporting 
ranged from one to five. 
The average number of means indicated by the schools 
reporting was five. 
*The last two means used to evaluate the pupil's work were 
not included in the questionnaire but trere indicated by 
the teacher-coordinators as other means of pupil evaluation. 
The third and last section of the questionnaire deals with the 
evaluation of the cooperative-training program. This evaluation took 
into consideration the following aspects: (a) evaluation of the student's 
ofi'ice work, (b) outstanding deficiencies found in the students, (c) ada-
» ~uao1 of teaching materials, (d) the extent to which some aspects of the 
\ program are problems, and (e) the need for improvement of the various 
phases of the progr~. 
clttli 
':ffl' 
Table XVII lists the means used to evaluate pupil 1 s work of the 
cooperative-office practice training programs in the high schools of Puerto 
Rico. Observation of student's work by the teacher-coordinator was men-
tioned by 28 coordinators, ranking first according to frequency of mention. 
Twenty-six coordinators reported that they used report sheets used by 
employer, and conference with employer to evaluate the pupil 1s work • 
• 
Rating sheets were used by 15 coordinators. Other means used by the 
teacher-coordinators to evaluate the student's work not mentioned in the 
questionnaire were stated by the coordinators. These were auto evaluation 
and tests. All of the teacher-coordinators responaed to this question. 
Some coordinators indicated only one means which they used to evaluate 
pupil 1s work, while other coordinators reported as many as five. 
The average number of means indicated by the schools reporting was 
five. One teacher-coordinator sent the writer the rating sheet used in 
his school. This rating sheet was filled out bY, the employer and included 
such traits as appearance, personality, attendance, dependability, courtesy, 
and work production. 
Table XVIII lists the outstanding deficienc~es found in the students 
enrolled in the cooperative-office practice training programs. Lack of 
command of English ranked higbest in frequency of mention, being listed 
by 26 teacher-coordinators. This calls the attention again to the great 
importance given by teacher-coordinators to the command of the English 
language. Fifteen teacher-coordinators mentioned that inability to write 
legibly was an outstanding deficiency, While 14 othe~ coordinators stated 













OUTSTAl'iDIN.G DEFICIENCIES FOUND IN STUDENTS ENROLLED 
IN THE COOPERATIVE-OFFICE PRACTICE TRAINING PROGRAMS 
IN THE HIGH SCHOOLS OF PUERTO RICO 
Deficiencies Frequency of 
Mention 
Lack of command of English 26 
Inability to write legibly 15 
Lack of command of basic ari thmetio 14 
Lack of initiative 12 
Inability to follow directions 11 
Poor command of Spanish 10 
Immaturity 9 
Negligible degree of interest in self-improvement 7 
Un1dllingness to accept responsibility 7 
Undesirable personal traits 4 
Lack of skill in business subjects 4 
Inability to adapt themselves to office work 1 
Schools Reporting ;o 
Note: The.number of deficiencies indicated ~y the schools 
reporting ranged fro~ two to nine. 
The average number of deficiencies indicated by the 
schools reporting was four. 
student deficiency. Next in turn were included as noticeable deficiencies 
by the teacher-coordinators lack of initiative, inability to follow dirac-
tiona, poor command of Spanish, and immaturity. Other deficiencies were 
negligible degree of interest in self-improvement, unwillingness to accept 
responsibility, undesirable personal traits, lack of skill in business 
eubj~cts, and inability to adapt themselves to office work. 
The number of deficiencies listed by the teacher-coordinators ranged 









ADEQ,UAOY OF MATERIALS AT TEAOHER t S DISPOSAL rn THE 
OOOPERATIVE-OFFIOE PRAOTIOE TRAINING PROGRAMS 
IN THE HIGH SOHOOLS OF PUERTO RIOO 
Items Frequency of 
Mention 
_ Ad~quate in most situations 
Inadequate 








Note: *The item indicated by the * was not included in the 
questionnaire but was indicated by two teacher-coordinators. 
indicated by the schools reporting was four. No other deficiencies fQttnd 
in students were added by the teacher-coordinators to the ones listed :...t 
in the questionnaire. 
Table XIX reveals the ad~y of materials at teacher's disposal in 
the cooperative-office practiSe training programs in the high schools of 
~ 
Puerto Rico. Seventeen, or more than half of the ;o programs reporting, 
£ 
indicated that the materials at teacher 1s disposal were adequate in most 
situations. Ten coodinators, or one third of the ;o programs reporting, 
considered the materials at teacher's disposal to be inadequate. Two 
coordinators considered the materials insufficient but adequate, while 
only one considered the materials fully adequate. As seen by Table XIX, 
1; coordinators do not feel that the materials at teacher's disposal are 
what they should be, and that improvement in this matter should be made. 
TABLE XX 
PROBLEMS n~ THE COOP~IVE-OFFICE PRACTICE 
TRAINING PROGRAMS lliJ" THE HIGH SCHOOLS OF PUERTO RICO 
Problems ·Extent of Problem 
Qreat!MOderatetLittle 
Limited office positions available 
No reimbursement for studen~s 
Lack of cooperation from businessmen 
Limited experience for students-on the job 
Supervision and government control 
Lack of materials and teaching methods 
Exploitation of students by employers 
Students not adequately trained for office \'tork 
















Note: The number of problems mentioned by the schools reporting 
ranged from one to nine. 
The average number of problems indicated by the schools 












Table XX indicates the extent to which several factors are considered 
problems in the program. The teacher-coordinators weremked to indicate 
the problems under the categories of great, moderate, and little. All of 
the problems listed were considered problems of the program by one or more 
teacher-coordinators. 
Limited office positions available was considered as the most importan· 
problem faced. It was mentioned by 27 coordinators. Of the 26 teacher-
coordinators mentioning no reimbursement for students as their biggest 
problem, 10 mentioned it under the category of a great problem. Twenty-· 
three teacher-coordinators ~elt that lack of cooperation ~rom businessmen 
was a problem that they had to face, a problem which hinders the success 
of the program. Other factors considered as problems under the cooperative 
office practice program by the coordinators were ltmited experience for 
students on the job, mentioned by 17 coordinators; supervision and govern-
ment control, mentioned by 16 teacher-coordinators; lack of materials and 
teaching, methods, mentioned by 15 coordinators; exploitation of students 
by employers, mentioned by 15 coordinators; students not adequately trained 
for office work, mentioned by 14 coordinators; and lack of interest in the 
program from the students participating in the program, mentioned by 1~ 
coordinators. All the problems listed by the teacher-coordinators were 
included as part of the questionnaire, none was added by the coordinators. 
Some coordinators listed only one factor which·they considered as a 
problem in the program, while others listed as many as nine. Of the nine 
factors included in the questionnaire as problems, the average number 
considered as problems by the teacher-coordinators was six. 
Table XXI shows the aspects of the program which the teacher-coordi-
nators felt should be improved. Twenty teacher-coordinators indicated that 
the aspect most in need of improvement was the selection of students for 
the program. According to the coordinators the program is in great need 
of an efficient method for the selection o~ students for participation in 
the program. This aspect was mentioned by as many as 21 coordinators of 
the ~0 reporting. Eighteen teacher-coordinators mentioned the materials 
used in the program to be in need of improvement. In the consideration of 
coordtqators the subjects included in the preparatory curr~culum needed 
improvement, a preparatory curriculum was needed in the schools not having 




ASPEOTS WHIOH SHOULD BE IMPROVED IN THE 
OOOPERATIVE-OFFIOE PRAOTIOE TRAINING PROGRAMS 
IN THE HIGH SCHOOLS OF PUERTO RICO 











Materials used in progrwn 
Subjects included in the program 
Preparatory curriculum needed 
Better cooperation from employers needed 
Textbooks 
Length of program 
Working experience plan needs improvement 
Schools Checking One or MOre of Above 
Notel The number of improvements indicated by the schools 
reporting ranged from one to seven. 
The average number of improvements indicated by the 










program which should be improved,· as .stated by the coordinators, were 
textbooks, length of program, and work experience plan. In regard to 
the improvement of the program in general, one teacher-coordinator commen-
ted that the work experience program should be made known to the general 
public by means of articles in the new~papera and in the radio, by means 
of the advisers and coordinators, and by means of the employers Who already 
know the program. In regard to the selection of students he stated that 
0 the present method of selection is not efficient and that it should be 
improved by taking into consideration not only teats and academic index, 




his personal appearance. He added that the follow-up program sh:ould be 
improved by supplying stamped envelopes to students already employed in 
' 
order to get information needed from them, by giving talks by those students 
already employed to the students participating in the progr~ and by 
offering Oivil Service examinations to the st~ents upon of before gradua-
tion. 
Other recommendations made by a teacher-coordinator were that the 
textbooks should be adapted to the student's needa and that the preparatory 
curriculum was needed on the junior high school level. Two coordinators 
commented that teacher-coordin~tors had very little time to do the coordi-
nation work because their program was too heavy.. 
As indicated by all these commentp, and by the replies to this part 





SUMMARY OF FINDINGS AND CONCLUSIONS 
The purpose of this study was to determine the organization, actual 
practices, methods, and problems found in the cooperative-office practice 
training programs in the high schools of Puerto Rico. 
The data included in this study are based upon the response to a 
questionnaire received from ;o teacher-coordinators of the cooperat~ve-
office pract~ce training programs in the high schools of Puerto Rico. The 
questionnaire was sent to ;o teacher-coordinators of public high schools . 
and to 20 directors of private high schools and these '\'Tere to be given to 
the teacher-coordinators in each private high school. Since ;o teacher-
coordinators returned the questionnaire, a return of 60 per cent was 
received. 
Summary and Conclusions 
1. Of the ;o programs studied, 72 per cent of the enrollemnt in the 
secretarial office practice program was composed of females and 
28 per cent was made up of males. The clerical office practice 
programhad 27 per cent girls and 73 per cent boys. 
2. The mean ~umber of students enrolled in the program was 24.46 and 
the median student enrollment was 20. There is a high female 
enrollment in the secretarial off~ce practiie program while the 
male enrollment is higher in the clerical office practice program. 
This fact indicates a preference for boys for the clerical office 
practice program. The total enrollment of the programs varies 
according to the size and location of the communities and according 
to the degree o£ opportunities for office practice. 
;. In eight, or 27 per cent, of the programs the training was completed 
in one semester. Eight, or 27 per cent, of the schools extended the 
program to three years. In the majority of the programs nine, or 
;o per cent, of the training was offered in one year, while five, or 
16 per cent, extended the training to two years. 
4. The half-day plan for l'rork experience was used in all of the programs 
surveyed. No variation from the half-day plan was indicated by the 
teacher-coordinators. 
5· Twenty-six, or 87 per cent, of the programs surveyed indicated that 
the students attended classes during the morning and worked during the 
afternoon. Only four programs, or 1; per cent, attended work in the 
mor~ihg and classes in the afternoon. 
6. The number of hours spent by the students in school varied from 17 to 
26. Twelve, or 40 per cent, of the teacher-coordinators reported that 
the students spent 17 hours per week in the classroom. In five 
programs, or 17 per cent, students spent 18 hours at school. In 1; 
schools, or 4; per cent, the time spent by the students in school 
varied from 21 to 26 hours. The average number of hours that students 
spent in the classroom was 22. 




varied from eight to 20 hours per week. In 1~, or 50 per cent, of the 
programs the teacher-coordinators reported that the students spent 
from 1' to 15 hours per week at work. In 1,, or 4' per cent, of the 
programs it was reported that the students spent between 17 to 20 
hours at work. On two of the programs the students spent eight hours 
per week at work. The average number of hours spent at work by the 
students was 15. 
8. There is uniformity in the length of the student 1s work period·on the 
job. All of the coordinators reporting indicated that the length of 
the work period was five months. 
9. All of the coordinators reported that the work period was offered to 
the students at the beginning of the second semester in the senior 
year. No variation from this practice was indicated. 
10. The number of hours at work and at school ranged from ,o to 46 hours. 
In 24, or 80 per cent, of the programs students spent between ,o and 
'8 hours per week at school and at work. In 5, or 16 per cent, of the 
programs the students worked and attended school from 40 to 46 hours 
per week. The average time sp~nt by the students at school and on the 
job \'las '4 hours. 
11. In regard to the factors used as a basis for selecting students for 
participation in the program, the highest rank in importance was 
given to full cooperation from the buau1esa office. This factor was 
mentioned by 27 of the coordinators reporting. Other factors 
mentioned, in order of importance, were working conditions of office, 
prospects for permanent employment after training, prestige of office, 
reimbursement to students, office ethics, proximity and size of office. 
12. Limited school facilities rariked first among the reasons for limiting 
enrollment in the program given by the teacher~coordinators. This 
point was mentioned by 24 coordinators. Seventeen coordinators 
mentioned limited amount of business offices in the community as an 
important reason, while high standards of selection set ~p by the 
school was mentioned by 11 coordinators. Other reasons mentioned 
by the coordinators, although not as important as the preceding ones, 
-were regulations of the Labor Department and organizations, high 
standards of selection set up by cooperating business firms, economic 
reasons, lack of interested students, limited number of teachers, 
and lack of equipment. In only one program enrollment was not limited. 
1;. As a very important factor among those mentioned which determined the 
elegibility of students for participation in the program was English 
grades. other factors considered important were, in the order of 
mention, Spanish grades, personality of students, satisfactory fulfill· 
ment of preparatory curriculum, general scholastic averages, student1 s 
appearance, typewriting grades, related business subjects grades, 
# 
health records, conduct recorda, attendance records, and c~onological 
age. 
14. The principal of the school was the person responsible for admitting 
students into the program in 20 programs, while in lQ other programs 
the coordinator determined liho was to be admitted. In seven pro.grams 
the coordinator with the help of the guidance director determined 
this, but in five of the programs it was the re~ponaibility of the 
guidance director alone. A committee of teachers and the coordinator 
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was indicated as the persons responsible for admitting students into 
the progrrum by one teacher-coordinator. 
15. In 20 of the schools the teacher-coordinators reported that a prepa-
ratory curriculum was not offered in their program. Ten schools 
reported that they had a preparatory curriculum in their program. 
16. Of the schools indicating that they had a preparatory curriculum, 
the subjects most frequently taught as part of the curriculum were 
bookkeeping I, typewriting I, busine~s English, business Spanish, 
business arithmetic, and junior busin~se training. 
17. Of the 20 schools indicating that they did not have a preparatory 
curriculum in their school, nine indicated the necessity for one, 
while only one stated that it was not necessary. Ten coordinators 
did not answer the question in regard to the necessity of one. 
18. The most common subjects included as part of the curriculum in the 
secretarial office practice program of the cooperative-qffice 
practice training programs, according to the teacher-coordinators, 
were typewriting II, commercial law, Spanish shorthand, secretarial 
office practice, English shorthand, business English, and business 
Spanish. The average number of subjects indicated in the curriculum 
by the schools reporting was seven. 
19. The most common subjects included in the clerical office practice 
program of the cooperative-office practice training programs were 
business English, bookkeeping II, typewriting II, business Spanish, 
commercial law, and clerical office practice. The average number'of 
subjects indicated by the schools reporting was seven. 
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20. The most widely used methods for presenting the subject matter of the 
cooperative-office practice training programs were class discussions 
based on problems encountered by students on work, demonstrations 
by teachers, motion pictures, class discussions based~on textbooks, 
problems to be solved by students, talks by businessmen, field trips, 
and oral and written reports. other methods indicated by the coordi-
nators were lectures, projects, drills, review, and supervised study. 
21. Thirty teacher-coordinators mentioned textbooks, first in rank, as 
materials used in the program. The textbooks mentioned by the ~AA~~er· 
coordinators were: 20th Century Bookkeeping and Accounting, 20th 
Century Typewriting, Business Filing, Expoaicion de la Taquigraf!a 
Gregg, Suplemento a la Exposicion de la Taquigra~!a Gregg, Dictadoa 
Practicos, Gregg Shorthand ~~nual Simplified, The Consumer and the 
Law, Secretarial Office Practice, Clerical Office Practice, 20th 
Century Bookkeeping and Accounting (Advanced), Sistemas de Archivo, 
Correlated Dictation and Transcription, and Gregg Speed Studies. 
Machines were mentioned by 28 coordinators, and reference books by 
27 teacher-coordinators. Other materials listed by the teacher-coor-
dinators were magazines and periodicals, a laboratory set up as an 
office, outlines of stuqy, bookkeeping and filing set~, and motion 
pictures. 
22. The moat widely used machinesin the schools reporting for the office 
practice class was the typewriter. The number of typewriters indi-
cat~4. as being used in each school varied ~dth the size of the program 
in each school. Adding machi~es were used by 24 of the schools 
reporting, while only 22 schools repor~ed having a duplicating 
machine. Electric typewriters were found in~only six schools. 
2;. Twenty-eight teacher-coordinators mentioned observation of student's 
work by the teacher-coordinator as a means used to evaluate pupil 1s 
. 
work. Report sheets used by employer, and conference with employer 
were mentioned by 26 coordinators. Other means mentioned were 
rating sheets used by the teacher, self-evaluation, and testa. 
24. The most important deficiencies found in the students enrolled in 
the program ware lack of command of English, mentioned by 26 coordi-
nators; inability to write legibly," lack of command of basic arith-
metic, lack of initiative, inability to follow directions, poor 
command of Spanish, and immaturity. Other outstanding deficiencies· 
found in students as reported by the teacher-coordinators were 
negligible degree of interest in self-improvement, unwillingness 
' 
to accept responsibility, undesirable personal traits, lack of skill 
in business subjec~s, and inability to adapt themselves to office 
work. 
25. Nineteen teacher-coordinators felt that the materials at the teacher 1s 
disposal in the cooperative-office practice training programs were 
adequate in most situations. These materials were considered inade-
quate by 10 teacher-coordinators. Only one teacher-coordinator-
considered the materials at the teacher's disposal to be fully 
adequate. 
26. Among the problems encountered by the teacher-coordinators in their 
programs \'tare limited office po-sitions available for students, no 
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reimbursement for students, lack of materials and teaching methods, 
and lack of cooperation from businessmen. These were classified·as 
great problems in the programs by the coordinators. Limited office 
positions for students and no reimbursement for students were classi-
fied as moderate problems by 18 and 12 teacher-coordinators respective· 
ly. Other factors mentioned as problems were students not adeq~tely 
trained for office work, supervision and government control, exploi-
tation of students by employers, lack of interested students, and 
limited experience for students on the job. 
27. The aspects most in need of improvement according to the total 
responses from the teacher-co~rdinators were selection of students, 
materials used in the program, subjects included in the program, 
needed preparatory curriculum, better cooperation from employers 
needed, length of program, working experience plan needed improvement, 
and textbooks. Other aspects added by the teacher-coordinators which 
they felt needed improvement were that the textbooks should be in 
Spanish and adapted to the.student 1s needs, the program should be 
made known to the public, the follow-up program should be improved, 
the preparatory curriculum was needed on the junior high school level, 
and more time should be given to the teacher-coordinators to do the 
coordination properly. The coordinators• comments show a positive 





REOOMMENDATIONS FOR FURTHER STUDY 
After a careful analysis of the data obtained in this study, other 
areas worthy of research w~re discovered. 
The following are a feu recommendations , for further study in the 
cooperative-office prac~ice training field in Fuerto Rico. 
1. A follou-up study should be made of the graduates of the coopera-
tive-office practice training programs in operation in the high 
schools of Puerto Rico to determine the efficiency of such 
programs. 
2. A study may-be made to compare the cooperative-office practice 
training programs in the high schools of Puerto Rico with those 
found in certain areas of the United States. 
~· A study may be made in Puerto Rico to determine the employers' 
opinions as to the value of the cooperative-office practice 
training programs. 
4. A study may be made to determine the practicability of supplying 
textbooks in Spanish for the cooperative-office practice training 
programs in the high schools of Puerto Rico. 
5· A study may be made to determine the possibilities of extending 
the training in the secretarial office practice and clerical 
office practice programs to four years instead of three. 
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6. A study may be made to determine the possibilities of extending 
the cooperative-training programs to other towns and cities in 
<:) Puerto Rico. 
a 
7• A study may be made to determine the possibilities of establiShing 
a cooperative-training program in retail seiling in the high 
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If • • • 
Name of School. _________________ ~----------- City or T9~~ ~--~~~-~·------------
: I 
Name of Person Filling In the Inquiry Form ------~~~----~----~--~~--------
'. O~fiei&~ Position -----------------------------------------------~--~----------
,. .," \ 
?lease check the field ·in which· you ~re teacher-coo.r,din,a~9r. 
( ) Clerical Office Practice 
( ) Secretarial Office Practice 
·.• ' 
.. ~, . 
ORGAIUZATION OF PROGRM·i 
- ; - ~ 
L .l'lhat is .. the present enrollment in the program'? 
_______ Girls Boys 'l 
-...-...-..:...__:..._......_ ~--
What -is the length of the program1 
a. (·)One semester •J. ''I:''; 
2. 
b. ( ) One year , 




, 11 '_To\al, $.. . .. t 
" t l \•,. --~ ~ .. 
: 1, ~6:. 
d. ( ) Three 'year:s •·· .,:- i· · · 
e. ( ) Other variation -~-------------------i~--7:~~-----:-;-~--·-;<__,r _____ _ 
T 
) • Please indic~te the f9fm ~~' tn~ program.. (Wo;.J.c expEil_ri~~~e ·.Pl~p)"t~ · 1 >' 
a. ( ) Half-day plan._ ·_. · • . : . , .., ·• • J • '1 •• :• 
4. 
b.,. (:.).Alternating {o'h~'".Week at· school, ·one week at wo.rk) .. - :, ·~ 
c. ( ) Other .v-ariation (please _name) .. . .I[ 
Please indicate tne hours qf 
• " r -..,.-. • 











• -r .~ 
--'-"---'--'------'- • i'• ------
. ,.,!.: ---..-----.--
jl • ---.,...-=-: --
,, 
Please check the length 
a. ( ) One month 
of the student's w.~:rk ~~;r:iog. on _the 5;~;~ . .'
b, ( ) Three months ' 
c. ( ) 
1 .. 1 c .. 
IJ 
'~"] .-; .. 
Six months 
One year . ' ' 
if ~ \ . ~ ~ 
~t- :~~ f ,. : 
.. 
d. ( ) 
eso ( ) Others (please' ·efpeci'fy)' --------------------~~----~,:--~~-----~------
6. Please indicate the year and the time o£ the_ye~r in wh~ph th~ stu~ents sta~t 
the 'wCfrk experience • • ~ . • . •, ' ' 1 • ' I , 
a. .( ) Junior Year : · (.) Beginning of ,fi~~t. "f!eriester , • 
b ~ ( ) Senior Year ( ) _.Beginning, of sec8nd. -s~meste;r 
c • ( ) Other ' ( )' Other· " . . - ·~ , 
.. 
.... 
• ., 'f I • • .:: J 
,•' 




" . I 
7. What is the average weekly hours of office·~~~k-~nder your program~ Please 
check. 
a. ( ) Twenty hours 
b. ( ) Twenty-five hours 
c. ( ) Thirty hours 
d. ( ) More than thirty hours 
e. ( ) Othex:s (P,lease.spe~ify) -:...;· . ..._,.....:..-. __ ;..,..· .,.... ....;·~--.....,...;.~__._-~--·:::.:·"·----~~---
. ~ .. : ( . ~ . .. 
·. 
8. What are the bases for the. selection of coop~rativ~ ~r~ning offices? 
a. (-)'Working conditions'of'ofi''i'ce· · .. · · · ···· 
b. ( ) Office ethics .. ... 
c .... ( . .).Proximity-of-effie~.,_·.,·.· -· ............ -
d. ( ) Prospects for permanent employment ~fter training 
e. ( ... ) . Size -0f 0ff.ice·.. . · · ....... · · · 
f. ( ) Reimbursement to students 
• g.. ( ) P.restige of office· .. 
h. ( ) ~1~ cooperation from ?f~~ce 
10. 
ll. 
i. ( ) Others (please name) ·· ~ 
·. 
. ..,... '••. 
If it is the po1icy of your school to limi't enrollmeht. in your program, ,Piease 
check the reason for this practice. 
a. ( ) High standards of selectio:p._ set l..!P by sch0ol. :·.; 
b. ( ) High standards of selecti&-n· ·s·et rip by cooperating business- firms 
c. ( ) Limited school facilities:· . . ... . .. ., ... 
d. ( ) Lack of interested students. . . '· . 
e. ( ) Lack of cooperation from businessmen 
f. ( ) Limited. amou_~\ of b't;tf?iness .,of~icE?s in .t~e ~ommunity ... ·,. 
g. ( ) Regt:tlati6ns ·a·f the· La:bo'r' Department a:rul' o'rganizations. 
h. ( ) Economic reasons · · 
i. ( ) Others (please name) 
' 
.. 
What factors determine the eligibility of students fo'!:· partic.i:pati~~ ;in the 
. .. . 
pr.og:ram-?. . ... . . . . · .. · · ........ · · ·· · · · 
a. ( ) Chronological age 
b. ( ) Attendanc~: records 
c. ( ) Health records,. 
d. ( ) General scholastic av·erages 
e. .(..) English grad-es· · _ .. · · 
f. ( ) Spanish grades 
g. ( ) Typewriting·· 'grade's 
h. ( ) Reli:i:ted 'business ·~ubjects grades 
i.. ( -) Personality of" student 
j. ( ) Conduct record 







1. ( ) Satisfactory fUlf-illment of preparatory curriculUm 
m. ( ) Others-.. (-please -name} .. -·· 
------------------~------------------------~-
Please indicate who is ~e~~o~sible 
training program~ . ·' .. ·' 
for a~mi~~~ng studeB~s ·i~to the cooperatiy.e 
I 
a. ( ) The coordinator . 
b. ( ) The coordinator and the guidance director 
c. ( ) The principal 
d. ( ) A committee of teachers and the coordinator 
e ... { ) The -guidance·direct~r· 
. : •' 
'. . 
-: 
f. ( ) The Advisory Commi:ttee ... , · 
g. '(' ·) Otne·r (please nani~) --------------_,...-_..;., ____ __,. ~! 
• { • - ... l 1 







\· t~~.- . ~ .? . 
'• OF PROGR.Aiv! CONTENT 
·' ' 
'I ., I, 
" 
Do you have a preparatory curriculum in your pxogr8.!ll'? ·I , ,c .. ( ) .. . l;..· • a, Yes ; 
.. • 
·' ' 
.. J b9 ( ) No ,, 
•I· 
If you have a preparatory curriculUm, what subjects does it incluct.e?' 
. ( ) Bookkeeping (one year) · . a-. 
b., ( ) Typew~iting (~ne year) 
' h: f ~'~ ... 
Co ( ) Business aTithm~tlc 
d. ( ) " Business Spanish i' 
e., ( ) Business·English 
.r.> ( ) Junior-Business Training "! J., • ''I ..... 
g. ( ) Others· (please nru:.e) I) "'I : : .. 
II' ••• ' :}f!.. ··'l r- • "' 
!f you do not have a preparatory curriculum, do you th~nk.there is a need for 
one? 
a. ( ) Yes 
b. ( )_ No 
Please check the subjects included'"in your cooper.ative-office 







Typewri ·ting I 
11th Year ( ) 
•' ~ ~ I' ( ) . ~ 
. ' 
, ' I 
praqtice··· 
" 
'12. th Yea:t' 
• :j- • c ) y 





















Olerical Office Practice 
Secretarial Office Practiqe 
Others (ple!ise name) 
. . 
\ .; . 
· · Cr)-, ~ 
.. ,(. ) ; ~ \ ' ( ) ( ) '• 
C': )•. 
• ( )' .:''I ,:~"--~ l' ·• •• ' 
( ). J' 
c) .. · c 
I· , .t; .) .. 
,..! f ... \ • (~ 
. .. .. e.) 
, ::· ·. ·c·r 
J' , . ' 
. . ( ) ;. 
. II. - ( ): 
'! ( ) 
. (, ) 
. -c ). 
I c· ). r .. \ . ~ ·~ .. ... 
.. ~t •• • , r 
. c_la~~- :(clerical Please check the methods used in tea?hing_ the. offic.~ _prac.tic.e 
or secretarial) 
a.,. ( ) a 1..as s discussion based on textbooks 
b. ( ) Oral and written reports by students 
cu ( ) Lectures by teacher 
d·. ( ) Field trips to business offices 
e$ ( ) Demonstrations by teache~ 
f.. ( ) Problems to be solyed by, studertts. 
go { ) Talks by businessmen ( 
h., ( ·) Mot~·?n pictures . 
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1 ~ :I i ,., \ 
' 
. ~ 
I f .. 
7o 
... 
. · .. 
t !··:· . 
Please indicate which 
a,. ( ) Textbooks .. 
of the £allowing materials are used in your class. 
. . : ~ . 
\O ~ oO 'o . .. 
b. ( ) Re~erence .books 
c. ( ) ·Magazines and periodicals 
d. ( ) Laboratory set up as o£fice 
e. ( ) Outlines of study 






g. ()Others------------------------'"-·-·-·--~~ .. ~-~-~ .. ~---~--~~~---
.. ~ .. . . . : :. :: . 
Wht'\t 'Kinds. o~ .. ~c~i~e!3_do .. yo-q use in the o££ice practice class'l Please check. 











Voice "Reeord·e:r s ·· _- ~-' 
Othe~s (please nrute.,. .. . ..... ~· ... '\.' . .. 
..... ! • ~ .. .. . ' 
... 
. . ... ~ 
---\ ...... · 
. '··_..;;.__ 
,,. · .. 
. . . ,. .., 
0. Pl?ase name textbooks used in;y9ur program. 
i 
EVALVATION OF PROGRAM 
. } 
1.. Please check the means used to .evaluate pupil=ta·work.. . . 
a. ( ) Report sheets used by, e~ployer 
. . . ; . 
b, ( ) Conferences with employer .. .. . . 
c. ( ) Observation of stud en~ t_~ work. by. .. teache~~~9.2r~i':a~tor . ·· 
d; ( ) Rating sheets used by teacher . .. . . ·~ .. . .. .. . . _ 
e. ( )· Oth~rs . . . 
; .. . : . · .. : 
. · .. 
..... 
. . .• . 
Please check ahy outstanding deficiencies found in your student·s. 
a~ ( ) Lack of command of Engl:i:~h. 1 ·.. • =·. . ·. ; .• . . , . . ·-
b. .( ) Poor command of Spanish··-_:. .. · · · : · . : ·· .:. · .· . ; . 
c. ( ) Negligible degree of' interest.' in self improveme~:t .. 
d. ( ) Lack of initiative · . - .. . . .. 
e. ( ) Unwillingness to accept resl?onsi bil-i:ty . <: - .• 
f • ( ) Lack of command of basic ari thnie'tic 1 : - • • .. • • • 
g. ( ) Inability to write legibly 
h. ( ) Undeysiraple.personal traits 
i. ( ) ·rnma.turity · · · · ·! · ·• · · 
j·.- · ( ) Ina·bi·H ty· to fol-low d-ir.ections. . __ 
k. ( ) Lack of skill in business subjects 
;'• 




1. ( ) Inability to adapt themselves to office work 
m. ( ) Others (please name)-------------.-------~--
3G Do you think the teaching materials at teacher's disposal are adequate? 
Please specify. 
a. ( ) fully adeq~ate 
b. ( ) Adequate in most situations 
c. ( ) Inadequate 
d. { ).Other comments 
-------------------------------------------------
4. Please indicate the extent to which any of the following are problems in your 
program .. 
a. LimHed office positions available 
bo No reimbursement for students 
o. Students not adequately trained for office work 
d. Supervision and government control 
e. Lack of materials and teaching methods 
f. Exploitation of students by employers 
g. l1ack of cooperation from businessmen 
ho Lack of interest in the program from students 
i. Limited experience for students on the job 
j~ Others (please name) 
Exten~ of Problem 
Great Moderate Little 
5· Please check any aspects of the program which you think should be improved~ 
a.o ( ) ~faterials used in program · 
b~ ( ) Length of program 
c. ( ) Student's selection 
d. ( ) Subjects included in the program 
eo ( ) Textbooks 
f~ ( ) Preparatory curriculum needed 
go ( ) Working experience plan needs improvement 
h. ( ) Better cooperation from employers needed 




Four Oharlesgate East 
Boston 15, ~fussachusetts 
10 de marzo de 1951 
Durante los anos que he trabajado en la,s escuelas secundarias de 
Puerto Rico he observado con gran interes el programa de practica de 
oficinistas .Y la forma en que se lleva a cabo. Como resultado de este 
interes y par indicacion del Profesor Lester I. Sluder, del Departamento 
de Educacion Oomercial de la Universidad de Boston, he planeado llevar a 
~abo un estudio de la organizacion, contenido y evaluacion del programa 
de practica de oficinistas en las escuelas secundarias de Puerto Rico. 
Considero que dicho estudio revelar~ datos muy importantes e inte-
resantes los cuales seran de gran utilidad a todos los que estamos 
laborando en la educacion comercial en Puerto Rico. Solamente con el 
esfuerzo y la cooperacio~ de todos los coordinadores podemos tratar de 
mejorar el programa. No dude que usted tambie~ estara interesado en el 
mejoramiento del programa y cooperara'gustosamente llenando el cuestio-
nario que le incluyo. 
He incluido en este cuestionario todos los puntas que 
importantes perc; si usted deaeara anadir alguh comentario 
fase del programa, le agradecere:anada dicha informacion. 




Deseo sinceramente que este estudio sea de utilidad tanto ~ usted 
como al programa. Por,Jo tanto, si desea una copia del resultadckdel· 
estudio, le agradecere asi lo haga constar y tendre~mucho gusto en 
remitirsela. En case de que su escuela no ofrezca este programa, haga 
el favor de devolverme el cuestionario haciendolo asi constar en el 
mismo. 
~ ~ 
Agradecere llene el cuestionario que le ha incluido y me lo devuelva 
a su ma~pronta conveniencia. Con este proposito le estoy incluyendo un 
sabre con sella debidamente dirigido. 
Atentamente, 
(Srta.)Eunice Alvarez de Ohoudena 
Anexos 2 
0· 
List of Schools Included in the Study 
Secretarial Office Practice 
Aguadilla High School 
Arecibo High School 
Arroyo;High School 
Bayamon High School 
Oaguaa High School 
Ooamo High School 
Fajardo High School 
Guayama High Schpol 
·Humacao High School ( two programs) 
Isabela High School 
Manat! High School 
Mayaguez High School 
Naguabo High School 
Ponce High School 
Salinas High School 
Central High School (two programs) 
Oolegio San Antonio (Oaguas, P. R.) 
Immaculate Conception Academy (Mayaguez, P. R.) 
List of School~ .I~ql~d~~ in the Study 
Aguadilla High School 
Arecfubo High School 
Oaguas High School 
Fajardo High School 
Guayama High School 
Humacao High School 
Mayaguez High School 
Ponce High School 
Central High School 
Yabucoa High School 
;... 
